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I. USER WITH APP-CSE UPLOADER ACCESS LEVEL

Note: The person designated as the APP-CSE Uploader may also be designated as an Agency

Buyer. However, the person designated as the APP-CSE Approver shall not be designated as

either the Agency Buyer or the APP-CSE Uploader.

1.1 SEND APP-CSE FOR APPROVAL

Step 1: Login to MPhilGEPS portal.

Step 2: Go to APP-CSE menu then choose Upload APP-CSE submenu. Follow the existing process

in uploading the APP-CSE.

Step 3: Once the APP-CSE is successfully uploaded, go to Draft APP-CSE submenu.

Step 4: System will display the Draft APP-CSE page. Select the year and click View Items button.

System will show the uploaded APP-CSE and the Draft status. APP-CSE with draft status

will not be included in any MIS or Consolidated APP-CSE Reports.

Step 5: Click Send for Approval button.

Step 6: A pop-up will display and show the list of users in the Agency. Select an Approver, input

comments and click Send for Approval button.



Step 7: Once the APP-CSE was submitted for approval, the system will load the Pending APP-CSE

page and will show Pending for Approval status. Editing of items will be disabled.

Step 8: Only the selected approver can process the approval of the APP-CSE.

1.2 RECALL APP-CSE

Step 1: Login to MPhilGEPS portal.

Step 2: Go to APP-CSE menu, then click Pending APP-CSE submenu.

Step 3: System will display the Pending for Approval APP-CSE page. Select the year and click

View Items button. System will display the uploaded APP-CSE and will show Pending for

Approval status.

Step 4: Click Recall button.



Step 5: A pop-up will show to confirm the recall process. Comment field is required then click

Recall button.

Step 6: On confirmation of the recall, the APP-CSE will be reverted to the Draft page and will be

removed from the pending task of the Approver. Status of the APP-CSE will change to

Draft.

1.3 VIEW APPROVED APP-CSE

Step 1: Login to MPhilGEPS portal.

Step 2: Go to APP-CSE menu, then click View Approved APP-CSE submenu.

Step 3: System will display the Approved APP-CSE page. Select the year and click View Items

button. System will display the approved APP-CSE and will show Approved status.

Step 4: Under the Actions column, View History will be available.

1.4 UPLOAD SUPPLEMENTAL APP-CSE

Step 1: Login to MPhilGEPS portal.

Step 2: Go to APP-CSE menu, then click View Uploaded APP-CSE submenu.

Step 3: System will display the View Uploaded APP-CSE page. Select the year and click View

Items button. System will display the approved APP-CSE and will show Approved status.



Step 4: Click Upload APP-CSE Supplement button to upload the Supplemental APP-CSE file.

Step 5: A pop-up will be displayed. Input Supplement Date and upload the Supplemental

APP-CSE document. Click Publish button.

Step 6: On confirmation, the supplemental APP-CSE will be uploaded and can be viewed by

clicking on the View Uploaded APP-CSE button.

Step 7: System will display a pop-up and show the list of uploaded files in the system. To view

the uploaded files, click on the link under the File column.



1.5 EDIT APP-CSE AFTER UPLOADING SUPPLEMENTAL APP-CSE

Step 1: Login to MPhilGEPS portal.

Step 2: Go to APP-CSE menu, then click View Uploaded APP-CSE submenu.

Step 3: System will display the View Uploaded APP-CSE page. Select the year and click View

Items button. System will display the approved APP-CSE and will show Approved status.

Step 4: At the rightmost part of the page, under the Action column, click the Edit Quantity icon.

Step 5: A pop-up will show and display the Edit APP-CSE Quantity form. Update the quantity

based on the uploaded supplemental APP-CSE. In the Supplement Number dropdown,

select the corresponding Supplemental APP-CSE.

Step 6: On confirmation, quantities of the uploaded APP-CSE will be updated.



II. USER WITH APP-CSE APPROVER ACCESS LEVEL

Note: The person designated as the APP-CSE Uploader may also be designated as an Agency

Buyer. However, the person designated as the APP-CSE Approver shall not be designated as

either the Agency Buyer or the APP-CSE Uploader.

2.1 SEND BACK APP-CSE

Step 1: Login to MPhilGEPS portal.

Step 2: Upon login, the Pending Task page will be displayed, select the count link adjacent to the

APP-CSE Pending for Approval category.

Step 3: System will then display the Pending for Approval APP-CSE page. Select the year and

click View Items button. System will display the submitted APP-CSE and will show

Pending for Approval status.

Step 5: Click Send Back button.

Step 6: System will display a pop-up to confirm the Send Back process. Comment field is

required then click Send Back button.



Step 7: On confirmation, the Approver will not be able to approve the APP-CSE. The APP-CSE

will then be reverted to the uploader. Status of the APP-CSE will change to Draft.

2.2 APP-CSE APPROVAL

Step 1: Login to MPhilGEPS portal.

Step 2: Upon login, the Pending Task page will be displayed, select the count link adjacent to the

APP-CSE Pending for Approval category.

Step 3: System will then display the Pending for Approval APP-CSE page. Select the year and

click View Items button. System will display the submitted APP-CSE and will show

Pending for Approval status.

Step 4: Click Approve button. System will display a pop-up to confirm the Approval process.

Step 5: In the pop-up, a Comment field is required then upload the scanned copy of the

approved APP-CSE.



Step 6: On confirmation, the APP-CSE will be approved and system will display the Approved

APP-CSE page.

III. CNAS GENERATION

Step 1: Login to MPhilGEPS portal.

Step 2: Go to Virtual Store menu then choose Go to Virtual Store submenu.

Step 3: Virtual Store page will display. To generate the CNAS, click on the CNAS button.

Step 4: System will generate and download the CNAS in pdf. Date Generated will be displayed in

the file.



IV. MODE OF DELIVERY

Step 1: Login to MPhilGEPS portal.

Step 2: Go to Virtual Store menu then choose Go to Virtual Store submenu.

Step 3: Add item to cart then click My Cart icon. My Cart page will show. Selection of Mode of

Delivery will be available. If default depot is set to PS MAIN, system will allow the user to

choose either Pick-Up or Delivery. If not, Delivery option will be disabled.

Step 4: If mode of delivery is Pick-Up, user may add their remarks by clicking on the Add/Edit

Delivery Address/Remarks button.

Step 5: A pop-up will display. Input the Remarks on the text area then click Save.

Step 6: Remarks will be displayed in the Delivery Address/Remarks field.

Step 7: To change the Mode of Delivery, just click on the Delivery radio button. A pop-up will

show to confirm the process.

Step 8: Click Add/Edit Delivery Address/Remarks button to add the preferred delivery address.



Step 9: A pop-up will display. Input the Delivery Address on the text area then click Save.

Step 10: Delivery Address will be displayed in the Delivery Address/Remarks field.


